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PURCTIONS AMD REBPONSIBILITIRS

The Fiscal Proesssing Pranch is the origimsl point of entry for sll ma-
terisl coming into the Fimcsl D'ivigion, swch as, Purchese Urders; lLeiter
Orders, lnveices, Reseiving Reports, Correspondense, Checks, Hegulations,
Notices, or mny other decuments or materisl pertinent %o the Fiscsl ldvi-
sion,

 Internally the Fiscsl Processing Branch perform the following fumctions:

{1) Vie the Hail Desk, incoming materizl end documents are distributed
to the sppropriste operating upit. Cenversely, all cutgoing materisi

and documents fummel through the Filscsl Processing Branch for dis-
tribution.

(2) Pour functional desks assemble all supporting documents necessary
to process vowchers for psymest. This imvolves taking the necessary
steps (through telephone calls and cerrespondence) to secure missing:
{(a) Purchass or Lotter Orders
{») Invoices
(¢} Regelving Leporte
(d) Certifications

(3) FPB ars responsible for the fellowing Fiscal Division filee:

(8) Correspondence
{b) Liguidated Trevel Orders
{e¢) Porchase and Letter Order Files
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(d) Aesount Current

(e) Hiseellanecus Obligations

(£) Job Crders

{g) I Listings

(h) Paid Schedules (duplisate copy)

(1) Paid Youchers snd Supporting 1 ocaments

Csy etlem of Sevporting Docurents whils Sohedules are in
(3 Bt e o S eemine odtiee.

(k) Pristing, Binding, snd Reproduction Hequisitions
(1) Eills of Iading
(m) Posd Schedules
(n) Oviginal (paid) Vouchersd Pagrolls
(o) Yorm 0Lk (Schecule of Collections)
(p) Form 1098 (Cancellad Cheaks)
(q) Form 1057 (idjustment Youchers)
; o (Colleotion of Availedls, Special snd Trust Pund
(r) Form 1259 ( ‘ )

{s) Direet Settlements
() Death §ettluments
{v) Comtracts
(1) Classified
{(2) Unclassifiod
(3) Fixed Price
() Cost Plus
(v) Kardex Voosher Comtrel File (Index of Vendor puymente 8nd recerd
of chligation aad liquidation).
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A bigh pereentsge of the above listed files are divided imto twe
parts - Mguidsted and unliquidated.

(k) ¥Pi matntein s voucher nunber sonirol register and sssign to sach
involice sn Agemey Youcher Nusher.

(5) They sisec maintsin s schedule pumder suntrol reglster snd essign &
Sehedule Number %o sach sohedul: ferwerded for paymant.

(6) Prepare the 1166 (Voucher and Schedule of Pagyments) for sll involees
sont Lo the BIMM Office for puyment.

(7} Prepsre Vowsher ibstyscts, Mailing :1ips, 1000's, 103h's (when needed;,

and Postage 514pe.

(8) Provide administretive 2id to §.0 Eight Auditers.

(%) FPB moniter the flow and eontrel of sdhedules snd voucherw between
the Disdtursing Cffice M Breanch, Payrell Branch, Finsnce
Division snd for firal £

{m} Prepare all Fiscal Division retulsitions for materisl snd ccuipment
other than that gaaried in gemsral swply.

(11) Log im and eut all clasmifisd paterial amd disbursement checks. In
addition, ssaht picce of meil 4 date and time stamped.

(12) A1l elsssified or special checks are verified for eorroctness Ly
FPR before forwsrcing to the proper destinmation.

(13) Frepare a "Memorandus keoeipt” {form 36-6€) in m;:mata when: for-
warding schedules for psyment.

(1) PPE sre responsible for the retirement of Flscal Division records.
3. DISCUSBICH
%. There are thres problem sress within the Fiseal Processing Srenchs

{1) Wﬁml&mmtmuw situstion of opurs~
tional inexperience.

2) Owve M rmepmumnmiammyuf
€)1m;mt Mﬁmnmkm&w%

(3) Lack of completencss snd condition of supporting documents to vouchers
being processed.
B3
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(d) The prastice of returning to the vendor partial ¥lling on "open
sariet” purcheses with instructidgns to render s singls involee
on completion of the order has Leen stopped. Faymenis are now
made ont a1l Yopen merked” partial villing involces on hand the
15&h of csch momth, This step decs ewey with needless corres-
pondance and telsphone calls from irpitated vendors seeking
preapt payment for msterisl slresdy shipped.

(e) T™he process of Ageney Yousher Nusber assigmment hss been speeded
wp Y the sliminatien of g1l snt¥ies to the vouchsr mmber con-
trol register excopl the scsignmint of & Vouchsr Fusmber necescary
for ecomtrel purposes,

(£) The delsy in processing of property recelving documents has deen
shortened Yy having the lapisties Division initially route the
Fisonl 4 direct to the Fiscal Division end not through the
Finance ivision.

(g) Form lattars are used more extensively thus cutting down the
tims meeded for cemposing and typing speeial letters,

{n} | partinent Agengy Sotices and Regulations are now maintained
% the Branch. This ssves heusing space and time of kesping

& complete regulations file uwp %o dste.
CONCLUS TOMEy

Turnover in peysonnel has been heavy within FFE and is a strong deterrant
to operstional efficiendgy.

In the spoembling of supporting decuments f{or vouchers being prepared
for payment, the FFR clerks are performing nwedless functions thet en-
crosch on the responeidilities of the Cleims Branch (See Tab "Ea").

There is 2 laxmess of control over the central files maintained ty FFZ,
The result is & less of manpower duc to snnecessayy search for misplaced
or unreosrded borrowed documents,

The f“ test loss of men hours for FPE is bayond thely fmmediate control.
It will clzar wp enly in proportien to the success in heving vouchers
and supporting doouments resch the Fiscal Division premptly, complete
snd in good order snd ready for payment without endless periods of
felloweup to secure pissing documents, certifications or other date
neaded before forwerding to the Claims Branch for sudit prior to paymont.

Aithough this Branch hes rovently been reduced Y one (1) position, the
Braneh is still over-staffed by st least cne (1) elork for the following
reasons

{1) Continuous operstion over & leng period of time with & variance in
personns)l aboard renging from seven (7) to ten (10) and sll too
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honstle.
(3) Youshers snd supparting dogements are starting %o ceme 1o ia better

(%) The re-wTengoent of sres spsts hae gaimed opersting time.

(5) The balk of 64 Divistons) reserds have been Tetired, therefore, less
time i DoW spont on this problem,

RS RO

1t i roscmmendod thet overy effort 18 made te out parmasnel tumwves

o o of dosunmte and sertifiostions msoded
%o suppors Yowshtrs subuiteed For pytent. Gare should be teken to

s 5 NS SRRV et on $he fwticns of the Claims
, um&hit teauhuient Viea®) .
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